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Background

The PPQ Internal Communications Project was launched as part of an action
plan developed in response to recommendations presented in the APHIS-PPQ
Safeguarding Review with support from the PPQ Executive Team (PPQ ET), the
National Association of Agricultural Employees (NAAE), the National Association
of PPQ Managers (NAPPQM), and the National Plant Board (NPB).

The goals of the project are to improve and standardize communication
methodology and ensure that PPQ staff has easy access to clear, concise and
appropriate information, enabling them to respond effectively to any situation or
request.

The PPQ Emergency Communication Management Group (ECMG) was
formed with Maurine Bell, Elizabeth Pentico, Lynn Goldner, Scott Sanner, Gwen
Servies, Deborah McPartlan, and Carol Russell to address the following
recommendation:

To develop a standard operating procedure (SOP) for emergencies to
communicate the necessary and appropriate information in a
consistent and standardized manner to those employees who need to
take action or need to know.

After the World Trade Center / Pentagon terrorist attacks of Sept. 11, 2001
and the catastrophic natural event of Hurricane Katrina, the ECMG’s charge was
expanded to cover all emergencies, not just those of a plant or animal health
nature.

In November 2002, a Frontline Survey from Bottomline Solutions, Inc. was
conducted to assess communication within PPQ. In early September 2005, the
ECMG sent a survey to two thousand PPQ employees. The purpose of the
ECMG survey was to gather information and observations regarding emergency
preparedness. The ECMG received a response from approximately 20% of
those surveyed. Survey respondents generously provided the ECMG with
essential and insightful feedback. PPQ employees indicated the need for
straightforward, task-specific guidance, and training to facilitate effective and
adaptive responses to emergencies.



Getting Started

This is your manual. Your supervisor will present you with the manual and
Emergency Job Aid card for your review, then

e schedule a meeting with you, either individually or in a group with other
PPQ employees,

e discuss the guidelines manual and Emergency Job Aid card with each
other, and

o fill out the Emergency Job Aid card together.

You should

» Use the manual as a resource regarding Emergency Classification and
Response, Safety, Animal and Plant Health Emergencies, Resources
(electronic resources), Communication Flowchart, Emergency Notification
Tables, and an Emergency Assessment Form.

» Use the .pdf presentation on the enclosed CD as a learning tool. Notes
within the slide presentation will provide additional information regarding
emergency guidelines.

» Discuss the scenarios provided with your supervisor, and other PPQ
employees in your work location, if applicable. Situations will differ with
locale. Every situation is unique, requiring locality specifications and
procedures regarding the emergency. The purpose of the scenarios is to
discuss what you would do in a given situation in your work area when an
emergency occurs. The PPQ Emergency Job Aid card has been provided
to use as a guide to help give direction, and to help the supervisor provide
direction. This is not meant to address every emergency. Consider other
possibilities and adaptations.

> Discuss unique local needs and situations, as well as procedures to
ensure inter-agency communication, awareness, and response
coordination.

If you have questions, feel free to contact a member of the Emergency
Communications Management Group.
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Introduction

The PPQ Emergency Job Aid (EJA) was created in response to an
articulated need from employees to increase their confidence and ability to
respond to an emergency situation. Confidence and ability come with knowledge
and practice. The job aid is meant to be a tool to assist employees in gathering
the basic knowledge needed to respond to emergencies in their unique work
environment. Once that knowledge is developed, ability can be enhanced by drill
and repetition. It is important to understand this EJA is not a passive learning
tool. It is designed to initiate a dialogue between employees and supervisors
about the risks and emergency responses related to their duty station. It includes
a set of generic responses developed by various emergency preparedness
organizations and requires a review of those responses to determine how they
will be applied by the employee. The generic responses provided in the following
text are a starting point for a conversation with your supervisor. That
conversation will provide definition to your emergency responses and the basic
resources you need to function in an emergency.

In addition to safeguarding personal well being, employees have a
responsibility to continue to provide essential agency services and to protect
agency resources in an emergency. During emergencies it is critical to maintain
communication within a chain of command to provide status information and
receive resource information. As you go through this job aid it will help you
identify your role in protecting agency resources (personnel and property) in an
emergency.

This is your Emergency Job Aid. It belongs to you and is specific to you.
Its value to you will be defined by the seriousness with which you go through the
process of filling it out. That process is formatted to be dynamic. It requires you
to become familiar with your physical surroundings; evaluate local resources;
understand site emergency plans; identify your role in maintaining critical agency
services; recognize your expectations and those of your supervisor regarding
your roles in an emergency; and take steps to safeguard your own well-being.



Emergencies and Responses

Contents

What is an Emergency?
Animal/ Health Emergencies
Emergency Responses
Your Role in an Emergency
Additional Resources

What is an Emergency?

An emergency could be defined as an unexpected situation calling for
prompt action. Emergencies may arise from a catastrophic event or they may
evolve more slowly over time, eventually passing some threshold that gives them
emergency status. An emergency may be life threatening or it may threaten the
economic stability of an area or industry. Emergencies generally fall within the
following categories:

A Physical (Hazard) Emergency: An emergency that arises from the physical
environment in which we work that causes harm to humans or damage to property.
Examples: Chemical leak or exposure, radiation leak or exposure, human pathogen
exposure, fire, structural damage/hazard, explosion.

A Natural Disaster Emergency: An emergency that arises from a natural (Earth)
occurrence which has potential to cause harm to humans or damage to property.
Examples: Earthquake, flood, hurricane, tornado, pandemic, blizzard.

A Technological Emergency: An emergency caused by disruption in required
technological (electrical/electronic/computer) services, that may cause damage or
otherwise result in the inability to perform essential agency functions. Examples: Power
outage or surge, computer virus.

A Security Emergency: An emergency that arises from a breach (intentional in security
policies, protocols, or practices) which may cause harm to humans, damage to property,
or result in the inability to perform essential agency functions. Examples: Terrorist attack
- local/national, intentional computer virus disruption, workplace violence.

For PPQ employees there is this special category:

A Agricultural Emergency: An emergency that arises from an animal or plant health
threat to the agricultural community, caused by the dissemination or potential
dissemination of a disease or pest.

0 Animal Health Emergency: Examples: BSE, END, or FMD outbreak
O Plant Health Emergency: Examples: Mediterranean Fruit Fly Infestation, Citrus
Canker outbreak, Plum Pox Virus outbreak

When is a situation an emergency? Ask the following questions to help
you and those in your chain of command determine the status of the event you
are facing.

Is the situation life threatening?

Is the situation a threat to national security?

Is the situation likely to result in a foreign pest or disease outbreak?
Is the situation likely to result in significant loss of government
property?

- > >



A Is the situation likely to result in negative political perception?

Animal/ Plant Health Emergencies

An animal and plant health emergency is a type of emergency on which
you have already been given training on how to respond. PPQ training, starting
with Basic Agricultural Safeguarding Training, and continuing throughout your
career, deals with responding to varying degrees of agricultural risk to safeguard
our nation from agricultural pests. PPQ employees have access to the
Emergency Programs Manual online as well as supplemental information
provided by the Center for Plant Health Science and Technology (CPHST) such
as New Pest Response Guidelines for many invasive species. As a first
responder to an agricultural emergency, PPQ employees are well grounded in
basic safeguarding principles and procedures and have agency resources to
guide them. Following PPQ policy and procedure should provide the response
necessary for this emergency so this topic will not be dealt with in much detail in
the Emergency Job Aid.

Emergency Responses

The sources and kinds of emergencies are diverse but the one thing they
all require is a prompt response. More important than understanding the
classifications of emergencies is understanding the protective actions to take
when faced with one. A protective action can be as simple as getting away from
a threat or as complex as requiring an organized evacuation. A generalized
discussion of emergency responses is presented here and will be covered in
more detail later in the manual.

The simplest protective act is to provide a barrier between yourself and
the event that threatens you. Often this means just leaving the immediate area
as you would do if you saw a suspect bomb or someone was threatening you
with a gun. Your ability to remain calm in an immediately life threatening
situation may save your life and the lives of others.

Another well used protective response is to evacuate. An evacuation is
the organized movement of people out of a threatened area. The more
organized, well timed and effectively supervised this movement is, the more
protection it will provide to the evacuees. Evacuations can be short- or long-term
in duration depending on the reason. Facility systems failures, which normally
are repaired in a few hours, may result in short-term evacuations. Nuclear
contamination may require lifetimes before the area is fit for human re-entry.

The level of preparedness to evacuate is often a critical element in reducing the
impact it can have on people’s lives.

A shelter-in-place protective response is the process of staying where you
are and taking shelter, rather than trying to evacuate. This may be the best
response when there is a possible tornado or external chemical threat. There
are guidelines for shelter-in-place kits that provide for food, water,



communication requirements and materials needed to make an indoor space
secure from the outside environment.

Emergencies may occur that are not life threatening but present a
substantial risk to agency property. This type of emergency will require you to
protect government property.

Regardless of the type of response required, your ability to take protective
action will depend on how well you understand these responses as they relate to
your location and how well you have prepared for them. It is intended that the
process of completing this Emergency Job Aid will increase your understanding
and provide you information of how better to prepare for an emergency.

Your Role in an Emergency

It is your responsibility as a USDA APHIS PPQ employee to respond to
agency emergencies. APHIS also has emergency response responsibilities in
certain national emergencies. Much of your role as a PPQ employee is
addressed in program manuals and in the Incident Command System (ICS)
training mandated for everyone. This job aid defines your role in emergency
response at a much more basic field level.

Your role in an emergency will be defined by the type of emergency and
the point in time at which you become involved.

If you are the first person at the scene of an emergency, you are the first
responder and are expected to remain in charge of the situation until someone
else replaces you. If the emergency is a car accident you would probably be
replaced by police or fire department personnel. If the emergency is a natural
disaster your role may be to secure agency personnel (including yourself) and
property and notify your chain of command of the status of your location. No
matter what action you must take, you will be more confident in the response you
provide if you have taken the time to understand and learn the basic responses
and how you will effect them in your current situation.



Safety

The PPQ Guidelines for Emergencies manual and the PPQ Emergency Job
Aid card are not intended to be an all-encompassing safety plan. Pertinent
website URLSs that provide more information on broader safety issues are
included under the “Resource” tab.

The scope of this project is to provide broad guidelines and to promote
discussion on safety issues in the work place. The PPQ Guidelines for
Emergencies manual is an overview of what is expected of an employee faced
with an emergency situation.

The PPQ Emergency Job Aid card is a tangible guide the PPQ employee will
use for reference in an emergency situation. Most importantly, it provides
contact numbers of who to call and report to in an emergency.

For more information on safety, please refer to the following listing which is
also under the tab for Resources.

http://www.aphis.usda.qgov/mrpbs/safety security manual.html
APHIS Safety and Health Manual

http://www.aphis.usda.gov/mrpbs/safety security library.html
APHIS Safety and Health Library



http://www.aphis.usda.gov/mrpbs/safety_security_manual.html
http://www.aphis.usda.gov/mrpbs/safety_security_library.html
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Purpose of the EJA

The PPQ Emergency Job Aid is a personal reference to be carried by an
employee as a readily accessible resource in an emergency.

The EJA is a guide to assist individual employees prepare for an
emergency response. It is meant to empower employees to become aware and
informed of their resources before an emergency occurs. The EJA requires that
employees and supervisors communicate about emergency planning and that
together they determine their actions and responsibilities. Emergencies can be
natural or man-made, they can be life threatening, or they may critically impede
commerce; they can be responded to by a few or require large incident command
structures. The common factor is that they require a prompt response .
Improved communication and better understanding of emergency responses
create a safer and more confident work force able to meet needs for their
personal safety, to maintain critical agency functions, and to enhance national
security in an emergency.

The PPQ Emergency Job Aid is meant to be updated as your working
environment changes. If local working conditions change significantly or you
move to a new duty location you will need to fill out a new job aid with your
supervisor.

Users of the EJA

The EJA is intended to be used by PPQ personnel in all programs and at
all locations.

The Process to Complete an EJA

The process of filling out an EJA is to take place as a dialogue between
and employee and their supervisor. The job aid itself is an accordion-folded card
with 11 panes of information. Each pane has a corresponding notes page in this
section of the manual that contains explanations, examples, and supplemental



information resources. The notes page should also provide you with tips and
direction for filling in the blank areas of panes.

Your supervisor will schedule time with you to sit down and go through the
job aid and manual. This can be done individually or in small groups. As you
work through the aid, you will fill in the blanks with emergency response
information that is unique to you and the locality and facility in which you work. It
is possible that questions may arise during this process that cannot be answered
immediately. Unanswerable questions should be forwarded by your supervisor
to regional or program safety staff as appropriate.

The responses outlined in the job aid are generic, what makes them
unique is the information you provide. For example: Pane 9 — st Ald Basics
contains a blank labeled ‘'MSDS Location: "
The text supporting Pane 9 will explain that MSDS is an acronym for material
safety data sheets. All chemicals on the premises (including some cleaning
products) require MSDS to be available in a format and location accessible and
known to all employees. Important information about product toxicity and
medical treatment for exposure is a generic emergency preparedness
requirement. Below are two examples of that entry filled in by employees in two
different work units.

A MSDS Location: Lab —shelf above microscopes — clipboard
A MSDS Location: Conf. Rm.- Bookcase — Top Shelf — Orange Binder

It is important that you and your supervisor converse about each entry on the
job aid and that you understand how the required information prepares you to
respond to emergency situations.

Documents that relate to the EJA

A list of supplemental resource information will be provided in this manual
to assist employees and supervisors in increasing their knowledge on a given
subject. This is listed on the corresponding notes page for each pane behind
PPQ Emergency Job Aid located in this section. Also, a list of resources is
provided under the tab Resources.

How to Report Problems with the EJA

Table: Reporting problems with the EJA

IF you: Then:
Have a suggestion for improving the | Contact any member of the PPQ
content of the EJA Emergency Communications Management

Have identified a problem with the Group (ECMG). Information is located in
content of the EJA the front section of the manual.




Beginning
You should begin filling in your PPQ Emergency Job Aid card now.

A Go to Pane 1 and put your name in the blank following This aid belongs
to:

A Then put your supervisor's name in the blank following My immediate
supervisor is:

That is the first step in making the job aid your resource.



SAMPLE of PPQ Emergency Job Aid

Guidelines for Emergencies

This guide is meant to assist employees in understanding
emergency procedures, identifying local emergency
services and providing an individual resource.

This aid belongs to:

My immediate supervisor is:

Pane 2
THREAT/ EMERGENCY
And the
If there is: And: incident Then:
involves:
An You're 1. MOVE quickly to a
immediate capable of safe location
threat to life | getting 2. ALERT 911
yourself N 3. CONTACT other
and/or others impacted individuals
to safety 4. NOTIFY Chain of
Command (COC)
You're 1. REMAIN calm
incapable of 2. TAKE the first
getting opportunity to escape
yourself ) 3. NOTIFY COC
and/or others
to safety
No It's necessary 1. NOTIFY COC
immediate to evacuate 2. ESTABLISH
threat to life | (for example, evacuation procedures
abomb threat, | ——p | 3. DETERMINE what
inclement emergency supplies are
weather, or needed
storm watch)
It's A power 1. SECURE area as
unnecessary | outage or | necessary.
to evacuate or | computer | 2. NOTIFY COC
there is an on- | security 3. AWAIT further
site shelter breach instructions
available
Risk to 1. SAFEGUARD
plant or 2. NOTIFY COC
animal 3. ASSESS risk
health 4. REMAIN on site until
authorized to leave
A 1. MOVE quickly to
radiation a shelter
leak, a 2. DETERMINE
chemical | what emergency
spill, or supplies are needed
terrorism | 3. SECURE shelter
as appropriate
4. NOTIFY COC

When determining the severity/ significance of an event, ask the
following questions:

Is the situation life threatening?

Is the situation a threat to national security?

Is the situation likely to result in foreign pest or disease outbreak?
Is the situation likely to result in significant loss of government
property?

Is the situation likely to result in negative political perception?

Pane 3
CONTACTS

First call: 911, if necessary

Chain of Command (COC):

Co-located agencies:

Facility Security:

Local Police:

Local Fire Department:

CDC:

Poison Control Center:

Others:

Pane 4
FACILITY EMERGENCY EVACUATION (fire, bomb, flooding)

Roll Call Area (Muster Point):

Who accounts for personnel?

Alternate:

How will personnel be accounted for?

Who declares all clear?

How?

Who brings emergency supplies/ first aid kits?

Location of emergency supplies/ first aid kits:

Special Needs, your locale:

NEVER USE ELEVATORS IN EVACUATION

DATE OF LAST DRILL:

Pane 5
SHELTER-IN-PLACE (EMERGENCY — REMAIN ON SITE)
(Example: Tornado, Lock-Down, Radioactivity, Anthrax)

Interior Room Location:

Who brings shelter-in-place kits?

Location:

Is it necessary to secure ventilation?

Contact facility security (e.g. maintenance, GSA, security)

REMAIN INSIDE
Who contacts off-site employees?

Special needs:

Location of phone list:

Who declares when it is safe to return?

How would this be determined?

Pane 6
LONG-TERM EVACUATION (ex. significant structural damage,
impending hurricane damage, or earthquake damage)

Alternate Work Site:

Continuity of Operation Plan- COOP (location):

Location Emergency Supplies:

Headquarters Contact:

Who accounts for personnel?

How are they accounted for? (e.g. telephone call, roll call, etc.)

Special needs:

Secure Facility Equipment:




Pane 7

TERRORISM/ WORK PLACE VIOLENCE/ CIVIL DISTURBANCE
Contact 911 or

Facility Security and Facility Occupants, if possible

If confronted, personally:
Stay calm

Maintain eye contact

Stall for time

Keep talking

Don't risk harm to yourself
Never try to grab a weapon
Watch for chance to escape

If you are able to leave facility, once in a safe location,
contact your Chain of Command (COC):

If not confronted personally, then what is expected? Contact your COC:

Pane 8
BOMB THREAT CHECKLIST
NEVER USE CELL PHONES OR RADIOS

Alert 911, Chain of Command (COC) and Facility Occupants, if
possible.

Follow local Bomb Threat Procedures, if applicable; otherwise,
follow COC directions:

If called, record: 1) Time of call, 2) exact words,

3) callers voice characteristics and, 4) background noise

Ask the following questions:

When is the bomb going to explode?
Where is the bomb?

What does it look like?

What kind of bomb is it?

What will cause it to explode?

Did you place the bomb?

Why?

Where are you calling from?

What is your address?

What is your name?

Pane 9
FIRST AID BASICS

Call 911, OR

1. Call Local First Aid Responder (number):
2. Secure Area
3. Isvictim conscious?
a. If conscious, remain calm, assess situation, wait
for help,
b.  If unconscious, remain calm, check pulse and
respiration; wait for help.

The following steps are to be performed by trained or certified
personnel:

4. Conduct CPR
5. Treat for shock
6. Other first aid services

Closest Hospital:

MSDS Location:

If chemical exposure, see Material Data Safety Sheet (MSDS) if
possible, AND provide information about probable cause (chemicals
used) to emergency responders.

Pane 10
UNIQUE LOCALITY SPECIFICATIONS AND PROCEDURES
FOR EMERGENCIES

and,
Do you have someone who requires special assistance?
Who?

Pane 11
PERSONAL INFORMATION (Optional)

In Case of Emergency (ICE), call:
Blood Type:
Allergies:
Dependents:

Emergency #'s:
Name and Number:
Medical Conditions:
Contact lenses: (Do | wear contact lenses?) Yes or No
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This guide is meant to assist employees in understanding

emergency procedures, identifying local emergency
services and providing an individual resource.

This aid belongs to:

My immediate supervisor is:




Pane 1

PPQ EMERGENCY JOB AID
GUIDELINES FOR EMERGENCIES

This guide is meant to assist employees in understanding emergency procedures,
identifying local emergency services, and providing an individual resource.

This aid belongs to:
My immediate supervisor is:

This section of the emergency job aid may seem very simple and self
explanatory, but it is much more that just a place to record your name and the
name of your supervisor!

It is the start of a process where by you will “own” the information that is contained in
the job aid. This is your emergency job aid. It belongs to you and is specific to you.

The most important thing you can do to protect yourself, your coworkers, agency
services, and agency resources during an emergency situation is to prepare by
participating in a dynamic process of

evaluating available information pertaining to your work situation,
identifying and correcting information gaps,

familiarizing yourself with your surrounding, and t

taking time to review this emergency preparedness information with your
supervisor and coworkers,

you are empowered to actively manage emergencies which may occur quickly and
without warning.

Take time now to educate yourself about emergency preparedness procedures that
may impact you, your family, friends, co-workers, work location, community, and agency
business. Make time to fill out the PPQ Emergency Job Aid in conjunction with your
supervisor. Learn what to do before, during, and after an emergency.



Pane 2

THREAT/ EMERGENCY

If there is: And: And the incident involves: Then:
An immediate threat to You're capable of getting yourself 1. MOVE quickly to a safe location
life and/or others to safety 2. ALERT 911
# 3. CONTACT other impacted individuals
4. NOTIFY Chain of Command (COC)

. REMAIN calm
. TAKE the first opportunity to escape

You're incapable of getting 1
2
3. NOTIFY COC
1
2
3

yourself and/or others to safety #

No immediate threat to life | It's necessary to evacuate (for

example, a bomb threat, inclement #
weather, or storm watch)

. NOTIFY COC
. ESTABLISH evacuation procedures
. DETERMINE what emergency supplies are needed

It's unnecessary to evacuate or A power outage or 1. SECURE area as necessary.
there is an on-site shelter available computer security breach 2. NOTIFY COC
3. AWAIT further instructions
Risk to plant or animal 1. SAFEGUARD
health 2. NOTIFY COC
3. ASSESS risk
4. REMAIN on site until authorized to leave
A radiation leak, a 1. MOVE quickly to a shelter
chemical spill, or terrorism 2. DETERMINE what emergency supplies are
needed

3. SECURE shelter as appropriate
4. NOTIFY COC

When determining the severity/ significance of an event, ask the following questions:
Is the situation life threatening?

Is the situation a threat to national security?

Is the situation likely to result in foreign pest or disease outbreak?

Is the situation likely to result in significant loss of government property?

Is the situation likely to result in negative political perception?



Pane 2

Threat/ Emergency Decision Table

An emergency can occur quickly and without warning or can slowly develop
over time. When confronted with an emergency we automatically and
instantaneously begin to assess the risk or threat of the situation. As APHIS
employees, the term “emergency” also triggers thought of situations that are the
heart of our mission — to protect American agriculture. As we have come to
learn, following disasters such as hurricane Katrina, all APHIS employees play a
critical role in handling potential emergency response programs not directly
related to plants and animals.

When determining the severity/significance of an event, consider the following
which might not immediately come to mind as “emergency” situations. APHIS is
just as vulnerable to the effects of emergencies as are the people that are
employed by APHIS.

The sky turns dark. Is a funnel cloud visible from the window or is a
strong storm forecasted for later in the day?

Loud noise is coming from the employee lunch room. Did someone spill a
cup of coffee on the lounge floor (potential slip hazard) or is a visibly angry
person shouting and pointing a weapon at co-workers?

Your computer seems to be very slow and keeps “locking up” while you try
to work in an agency critical database. You recall that earlier you received
what you thought was a legitimate email message with an attachment.

A homeowner found your name on the APHIS website and called to report
“a bug”. The bug crawled out of the trunk of a purchased decorative craft
item.

There are some examples of basic steps that you can take to protect the agency
mission and government property.

Prepare backups of critical computer files and records.

Have an evacuation plan in place to evacuate staff and
customers/cooperators and test this plan regularly.

Identify critical “business” functions that absolutely must continue.

Design and implement processes to ensure that critical functions carry on.

These procedures are not just for Headquarters and Regional Offices. The
same “good business practices” should be implemented for your own projects,
and your workplace, including the computer and files for your area of
responsibility. Similarly, implementing “good business practices” at home will
also ensure that your critical documents, insurance policies, photographs,
passports, medical information, etc. are available when you need them.
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The Threat/ Emergency Decision Table is meant to trigger a rapid thought
process to help you “assess risk” and respond appropriately. Your response will
depend on both the immediacy and the magnitude of the situation at hand. Read
through the Threat/ Emergency situations outlined on the Decision Table and
think about what you would do in these situations. What procedures should be
followed in your work location? What would you do if you were away from the
office? Discuss this Decision Table with your co-workers and your supervisor.
Remember — others may have thought of a situation and solution that
complements what you have already learned.

For more information on topics related to threats and emergencies consult the
following websites:

http://wwwt.ncep.noaa.gov/nationalmaps/
National Weather Forecast Maps

http://ask.usgs.gov/
US Geological Survey —real time water data, volcanoes, landslides, etc.

http://www.bt.cdc.gov/disasters/index.asp
CDC - Natural Disasters and Severe Weather

http://hurricane.accuweather.com/hurricane
General hurricane information

http://www.nws.noaa.qgov/om/brochures/ttl.pdf
Tornado and thunderstorm preparedness guide

http://www.nws.noaa.qov/
Tornado and thunderstorm information

http://www.aphis.usda.gov/ppag/manuals/emergency/emer index.html
PPQ Emergency Program Manuals



http://wwwt.ncep.noaa.gov/nationalmaps/
http://ask.usgs.gov/
http://www.bt.cdc.gov/disasters/index.asp
http://hurricane.accuweather.com/hurricane
http://www.nws.noaa.gov/om/brochures/ttl.pdf
http://www.nws.noaa.gov/
http://www.aphis.usda.gov/ppq/manuals/emergency/emer_index.html

Pane 3

CONTACTS

First call: 911, if necessary

Chain of Command (COC): 1.
2.
3.
4

Co-located agencies:

Facility Security:

Local Police:

Local Fire Department:

CDC:

Poison Control Center:

Others:




Pane 3

Contacts

All APHIS employees play critical roles in ensuring our success in handling
the various emergency response programs that have increasingly become part of
our agency’s mission in recent years. Emergency communication is a key
element.

Z'\ No matter what the type of emergency, effective
“ communication is essential!

Learn your Chain of Command (COC) and fill in contact information for your
supervisor PLUS others in your COC. Learn and fill in specific contact numbers
for your work location. Research and write down local emergency responder
numbers — police, fire, CDC, poison control. When an emergency situation
arises it is much easier to refer to your EJA than to search through the phone
book. Write down the numbers so you do not “blank out” in an emergency
situation.

This exercise is critical for all employees and especially those that are new to
APHIS or those who have transferred to a new job or duty station.

Other CONTACTS that may be listed:

APHIS Safety and Health Employees Wellness Branch (SHEWB)
Municipal Emergency Number (if applicable)

Local Radio Station

State Veterinarian

State Plant Regulatory Official

Customs and Border Protection (CBP)

Also refer to these informative websites:

http://inside.aphis.usda.gov/er manual/index.html
MRPBS Emergency Response Manual

http://www.bt.cdc.gov/contactus.asp
CDC emergency contact phone numbers

http://disasterfinder.gsfc.nasa.gov/Organizations/State Offices of Emerge
ncy Services/
Contains links to state offices of emergency services



http://inside.aphis.usda.gov/er_manual/index
http://www.bt.cdc.gov/contactus.asp
http://disasterfinder.gsfc.nasa.gov/Organizations/State_Offices_of_Emergency_Services/
http://disasterfinder.gsfc.nasa.gov/Organizations/State_Offices_of_Emergency_Services/

Pane 4

FACILITY EMERGENCY EVACUATION (fire, bomb, flooding)

Roll Call Area (Muster Point):

Who accounts for personnel?

Alternate:

How will personnel be accounted for?

Who declares all clear?

How?

Who brings emergency supplies/ first aid kits?
Location of emergency supplies/ first aid kits:

Special Needs, your locale:

NEVER USE ELEVATORS IN EVACUATION

DATE OF LAST DRILL:




Pane 4

Facility Emergency Evacuation
A Reminder for the “Basics:”

e Prepare a facility emergency evacuation plan, distribute and post it in the workplace.

e Conduct evacuation drills annually and plan evacuation needs with impaired
personnel.

e Plan where to go during an evacuation and know the routes to get there.

o All facility evacuees must go to the designated emergency assembly point (EAP’s)
or muster point during an evacuation. EAP’s are:

Open areas that are away from structures (minimum 40 feet)

Easily and safely accessible

Large enough to accommodate all facility occupants

Located away from power lines, poles, trees, gas lines, and vehicles

Accessible to emergency medical personnel (but EAP’s must not obstruct
EMS access routes or block fire protection equipment such as hydrants).

e Prepare and educate your personnel about workplace safety, responsibilities, and
notification during an evacuation.

e Emphasize that a facility evacuation is mandatory whenever a fire alarm sounds,
and its occupants should exit immediately. After a facility has been evacuated,
occupants must wait for clearance to re-enter.

e Be prepared to account for your personnel. Know how you will be accounted for and
how to account for other employees as well as any visitors.

e Report the incident immediately- dial 911
e Follow instructions from emergency personnel precisely
Fire and bomb evacuations are the two most common types where facility evacuation of

personnel will occur. Bomb threat evacuation should proceed in the same manner as fire
drills.

For general fire information see: http://www.firesafety.gov



http://www.firesafety.gov/

Considerations for Evacuations of Personnel with Disabilities:

The first step for including employees with disabilities in emergency evacuation
plans is plan development. Plan development begins with identifying
accommodation needs. One of the best ways to identify accommodation needs is
to ask employees whether they have limitations that might interfere with safe
emergency evacuation. The Equal Employment Opportunity Commission
(EEOC) recently issued guidance that discusses what information employers are
allowed to gather when developing an emergency evacuation plan. See:

Fact Sheet on Obtaining and Using Employee Medical Information as Part of
Emergency Evacuation Procedures, http://www.eeoc.gov/facts/evacuation.html.

General Accommodations:

w-\\Vorkplaces should have emergency alarms and signs showing the
emergency exit routes. These alarms and signs should be accessible and
maintained in proper working order.

wSupervisors should consider implementing a "buddy system" for all employees.
A buddy system involves employees working in teams so they can locate and
assist each other in emergencies.

w-Supervisors should consider designating areas of rescue assistance. Section
4.3.11 of the Americans with Disabilities Act Accessibility Guidelines (ADAAG)
(http://www.access-board.gov/adaag/html/adaag.htm#4.3ADA Accessibility
Guidelines) specifically addresses areas of rescue assistance. If these areas do
not have escape routes, they should have 1) an operating phone, cell-phone,
TTY, and two-way radio so that emergency services can be contacted; 2) a
closing door; 3) supplies that enable individuals to block smoke from entering the
room from under the door; 4) a window and something to write with (lipstick,
marker) or a "help"” sign to alert rescuers that people are in this location; and
emergency escape breathing apparatus or emergency escape respirators.

rLocate information on TTYs from Job Accommodation Network's (JAN)
Searchable Online Accommodation Resource (SOAR)
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Hea84.

»Locate information on respirators from JAN's SOAR at
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol523.

wTo0 evacuate individuals with motor impairments, employers should consider
evacuation devices. These devices help move people with motor impairments
down the stairs or across rough terrain. If evacuation devices are used,
personnel should be trained to operate and maintain them.


http://www.eeoc.gov/facts/evacuation.html
http://www.access-board.gov/adaag/html/adaag.htm#4.3ADA Accessibility Guidelines
http://www.access-board.gov/adaag/html/adaag.htm#4.3ADA Accessibility Guidelines
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Hea84.
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol523

sLocate information on emergency evacuation devices from JAN's SOAR at:
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol193.

Employers should install lighted fire strobes and other visual or vibrating alerting
devices to supplement audible alarms. Lighted strobes should not exceed five
flashes per second due to risk of triggering seizures in some individuals. Section
4.28 of the ADAAG (http://www.access-board.gov/adaag/html/adaag.htm#4.28)
specifically addresses alarms.

w-Employers should consider providing alerting devices, vibrating paging
devices, wireless communicators, or two-way paging systems to alert individuals
with hearing impairments of the need to evacuate.

»Locate information on paging devices from JAN's SOAR at
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol493.

»Locate information on alerting devices from JAN's SOAR at
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol419.

wEmployers should install tactile signage and maps for employees with vision
impairments. Braille signage, audible directional signage, and pedestrian
systems are also available. These products may benefit other people who must
navigate smoke-filled exit routes.

rLocate information on tactile signage from JAN's SOAR at
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol231.

sLocate information on tactile graphics and maps from JAN's SOAR at
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol401.

w-Employers should consider providing alpha-numeric pagers or other
communication devices to individuals with speech impairments so they can
communicate with personnel in an emergency.

rLocate information on communication aids from JAN's SOAR at
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol267.



http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol193
http://www.access-board.gov/adaag/html/adaag.htm#4.28
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol493
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol419
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol231
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol401
http://www.jan.wvu.edu/cgi-win/OrgQuery.exe?Sol267

Pane 5

SHELTER-IN-PLACE (EMERGENCY — REMAIN ON SITE)
(Example: Tornado, Lock-Down, Radioactivity, Anthrax)

Interior Room Location:

Who brings shelter-in-place kits?
Location:

Is it necessary to secure ventilation?
Contact Facility Security. (e.g. call maintenance, GSA, security)

REMAIN INSIDE
Who contacts off site employees?
Special needs:

Location phone list:
Who declares when it is safe to return?
How would this be determined?




Pane 5

Shelter-In-Place

"Shelter in Place" is one of the basic instructions you may receive from public safety
officials during an emergency. Sheltering in place offers you immediate protection for a
short time in your office or home.

These guidelines may apply to any emergency or potential emergency caused by natural
disasters, radiological, chemical, or biological incidents, terrorist threats, and other crisis
situations where the safest course of action for an employee would be to remain inside a
facility until an all-clear signal has been given. In some situations, you may be asked to
remain at your workstation, and in others, to relocate to a pre-determined location,
according to your worksite emergency plans.

Some Key Points to Keep in Mind:

e Learn about any warning sirens where you live and work. Your local emergency
planning committee or office of emergency services can give you information about
the sirens, such as when they are tested and for how long.

e Prepare a shelter-in-place kit appropriate for the type(s) of emergencies that could
occur near you. Check the kit every six months to make sure all the supplies are still
there and that they are fresh. The kit should contain:

1. Duct tape for sealing cracks around doors and windows; plastic (preferably, precut to
size) to cover windows;

2. A battery-operated AM/FM radio;
3. Flashlight with fresh batteries;
4. Bottled water;
5. Towels (dampen them and place under any openings in doorways);
6. Candles and matches; (use may not be applicable to all emergency situations)
7. First-aid kit, medicine, and other items essential for your survival.
The room used as a shelter should have a telephone, although you should use it only for
emergency calls. If you use it otherwise, you may be taking up a line needed by emergency
response officials.
e Find out which radio, television and cable systems in your area broadcast
emergency information.
e Become CPR and first-aid certified.
e For a place to shelter, select a room that has few or no windows.
e Make sure all employees know what to do in an emergency, whether they are at

home, school, work or outdoors.
¢ Review your plan periodically and conduct drills.
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During an Emergency:

e If you are outdoors, go inside immediately to the room chosen as a shelter.

e Never attempt to leave to pick up children or other family members — they will likely
be sheltering in place wherever they are located.

e Shut off heating, cooling, and ventilating systems/fans that draw in air from the
outside. Close any vents. If you have a fireplace, close the damper.

e Shut and lock doors and windows. Locking makes a better seal.

e Cover any windows with plastic sheeting. Seal cracks around the door and windows
with duct tape. Tape cracks and other openings such as electrical outlets and cable
television outlets for extra protection.

e Turn on aradio or television to a local station that broadcasts emergency
information. Stay tuned until the "all clear" message is broadcast.

e Unless you have an emergency in your shelter, stay off the phones, including
personal cell phones. It is critical to keep lines open for fire, police, medical and other
responders, for people reporting emergencies to 911, and for other official
communications.

e Account for your employees.

e Prepare to evacuate if ordered to do so by public safety officials. Evacuation
instructions will be announced over the emergency broadcast system.

After an Emergency:
When you hear the "all clear" message over the emergency broadcast system:

e Open doors and windows.

e Turn on your heating/cooling system to ventilate the building.
o Go outside.

USEFUL WEBSITES AND CONTACT INFORMATION:

OPM Emergency Preparedness Guide:
http://www.opm.gov/emergency/index.asp#employee

Red Cross Instructions on How to Shelter in Place
http://redcross.org/services/disaster/beprepared/shelterinplace.html

Emergency Disinfection of Drinking Water
http://www.epa.gov/OGWDW/fag/emerg.html

DHS Site for Emergency Preparedness
http://www.ready.gov/



http://www.opm.go